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Login I |::> 1. Login into the PeopleSoft system and prepare to receive shipments.
. 2. With these panels you will be able to receive shipments into the
Receiving ..
PeopleSoft receiving system.
Tag Information ‘ |::> 3. On receipts requiring the user to include tag information.
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Step 1: Login

» Launch the PeopleSoft Signon from the Novel Application launcher.
o Connection type “Oracle” (Defaulted)
o Database Name “FMSPRD” (Defaulted)
o Enter your login name. (UPPERCASE only)

» Password is left blank.

» Click “OK”

PeopleSoft Signon E |

FeopleToolz 762
Copyright [c] 1988-1999 PeopleSoft, Inc.

&l rights rezerved.

Enter Signon [nformation Below:

Connection Type: I Oracle j
Databaze Mame: IFM SFRD

Operatar 1D: [JPSPEROS]

Pazsword: I

k. I Set Pazaword... | Cancel
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Step 2: Receipt of Purchase Orders

For receipts, you are only required to select the PO lines you are receiving and record receipt quantities. The
information on the Receipt Items panel informs you about the information required of each receipt.

Selecting the PO Item Lines
The first stop in the receipt of items is to find the PO on which it was ordered.
= Go
= Administer Procurement
= Use
= Receive with Purchase Order
= Receipt Items

= Add

The Add - Receive with Purchase order dialog box displays.

Add -- Beceive with Purchase Order

Buziness Umt: I ﬂ
Receiver Il Humber: IHEXT Cancel |

The business unit of LBNL will default into the field.
In the Receiver ID Number field, accept the default of NEXT.

Click OK.
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The Receipt Items panel displays.

Manage Shipments - Use - Receive with Purchase Order

04/23/2002
ER

You use this panel to enter receiving information. The fields you need, and other information appears after you
select the PO number corresponding to the shipment you are receiving.

Complete the following elements.

PANEL TRAINING
ELEMENT DESCRIPTION EXAMPLE
Recv Date Receiving Date
Bill of Lading Used to enter the packing slip

number
Unld Port Not used by LBNL

—CClick on the Select Purchase Order button.
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Pick Purchase Order

PO Business Linit: ILBNL Purchase Order: I Ship To: I \LI
Cancel
Days +/- Today: I 30 Start Due Date: IU3.’24.~'2I]I]2 End Date: Il]5.-'23.f2I]I]2 &l

Item 1D: I ﬂ ShurtName:I ﬂ Ship Yia: I

¥ OpenSched [ Default Accept ¢ Mo Order @ty ' Ordered Gty ¢ PO Remaining Oty

You use this dialog box to search for the PO that corresponds to the shipment you are receiving. If you know the
PO number, the search is easy; you only need to enter:

= Purchase Order Number

=  Business Unit

If you do not know the PO number, you can search by:

= Ship to

= Day +/-

= Start Due Date

=  End Date

= Jtem ID

®= (Vendor) Short Name
= Ship Via

Complete the following panel elements

PANEL TRAINING
ELEMENT DESCRIPTION EXAMPLE
PO Business | Business Unit that created the PO - | Select CHP01
Unit required field
Purchase Purchase order number - optional | Type the specified PO
Order field. number
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PANEL TRAINING
ELEMENT DESCRIPTION EXAMPLE
Ship to Receiving areas for Children's Leave Blank
Hospital
Days +/- Number of days before and after Leave Blank
Today today for which the system will
display the PO's - optional field
Start Due Starting date for the search - Leave Blank
Date defaults base on the value selected
in the Days +/- field
End Date Ending date for the search - defaults | Leave Blank
based on the value selected in the
Days +/- field.
Item ID ID number of Item being received - | Leave Blank
optional field
ShortName Shortened name of vendor from Leave Blank
whom item was purchased -
optional field.
Ship Via Shipment method - optional field Leave Blank
OpenSched Narrows search to only PO's that Accept the default
have not been received
Default Not used by LBNL N/A
Accept
No Order Qty | The copy function will not transfer | Radio button activated
order quantities to the receipt. All
receipt quantities will need to be
entered manually.
Ordered To bring over order quantities as the | Not Activated
received quantity, this will default
in the purchase order quantity
irregardless of any prior receipt
quantity.
PO Dimmed; default can't be changed; | Not activated
Remaining causes received quantity to default
Qty from the open PO quantity

After entering the search criteria, click the Fetch PO Schedule E

&=

button.
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The dialog box displays a list of Purchase Order lines meeting your search criteria.

Pick Purchase Order

PO Business Umit: ILBNL Purchase Order: I Ship To: 069-0150 0K
Cancel

Days +/- Today: I Start Due Date: I End Date: I— ks

ltem ID: | | Shoname: [KEITHPACE-001 o] ShpWia |

[+ OpenSched [ Default Accept ¢ MoOrder @ty ' Ordered Bty ¢ PO Remaining Oty

il

PO Unit Purchaze Order Ling Number Long Description Due Date ﬂ
r LEWL 00000000 2 1 1 Sun Sparc 1000 04/24/20M E
r LERL Q0000000 & 1 1 Test Event Entry 04,/25,/2001 E
r LEML 0000000017 1 1 Caorference Humidor 04/25/20M
r LEWL 000003021 1 1 Keyboard halder 05/21/20M E
r LENL (000000036 1 1 “workflow approval 07/20/20M E ﬂ

B EEE

The dialog box displays only five lines at one time. If your search yields more lines than can fit on the panel, use
the scroll bar and view additional lines. For each line, the panel displays its business unit, PO number, line
number, a description of the item, and its due date.

4 button displays to the right of each line. If you want to view, the details of a line click its Details

A check box displays to the left of each line. When you identify the PO and line for which you want to enter
receiving information, select its check box. You can select as many lines from the same PO as you want.

Click the Fetch PO Schedules & button to retrieve the Purchase Orders that match your selection criteria. The
lines that satisfy the selection criteria you've entered will display in the selection panel.

Press the Select All PO Schedules IE button to select all of the Purchase Orders at once.
Press the Unselect All PO Schedules lﬁ\ button to deselect all of the Purchase Orders at once.

To refine your search, click the More Search button.

After you have selected the lines for which you want to enter receiving data, click OK, then enter the receiving
data, click OK, then enter the receiving data on the Receipt Items panel

WARNING: Do not use one receiver for multiple PO's: However, you can create multiple receivers for one PO
number.

Select the check boxes of the lines you want to receive.

Click OK.
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The Receipt Items panel redisplays.

Recording and Adjusting Receipt Quantities

BERKELEY LAB
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Manage Shipments - Use - Receive with Purchase Order [_ O] %]
File Edt Yiew Go Favoites Use Process Inguie Report Help
gle(@ x| olaE e ] 25 kol ezl ]l
Receipt [temns |Item Listl Assetsl Accnuntingl F’utawayl Serializal REcEiplStatusl Statug Delawll
Unit:  LBNL Recv No: NEXT Ship To: 069-0150 Recv Date: 04f2342002
Yendor: 3kt DAYES05 Ship No:
Bill of Lading: Pack Slip: I Unld Port: I j
Cat Id: Clothing [T Hazard  Test Fidure Recv UOM: [EA +
PO Unit:  LBML PO: 0000100052 Line: 1 Receipt Qty: 4.0000 3
Inspect N Asset: Y Location: 0o1-0101 Requester:
: ) =
Due Date Ship To Sched bRecv Qty Accept Oty Insp Qty PK Slip No
040472002 DRS-D1ED 1 4.0000 40000 | 00000l s |
[ |Receipt Items |Add i

When the Receipt Items panel reappears, it displays information for the lines you selected on the Pick Purchase
Order dialog box. New fields that allow you to record the received and accepted quantities, display on the panel.

In the following fields, key in the received quantity and the accepted quantity.

Complete the following panel elements:

PANEL DESCRIPTION TRAINING
ELEMENT EXAMPLE
Recv Qty Quantity Received
Accept Qty | Quantity Accepted

In the Pack Slip field, type the packing slip number, then press Tab.

The system copies the packing slip number to each line of the receipt.

Click the Save E button.

The system saves your data and assigns a Receiver ID Number to your receipt.

Click the Cancel m button.

8 \OPSNOV I\HOMES\PRP\PRP-Project\ TR AIN\Training Documents\Receiving\Receiving with Purchase Order.doc



-~

Receive with Purchase Orders Freeeoced| |

BERKELEY LAB

Viewing comments on PO lines (Optional)

To view the PO line comments, click the PO Comments | button.

Manage Shipments - Use - Receive with Puichase Order
File Edit Wiew Go Favortes Use Process Inquire Heport Help

al8l® x| alaE| slel o= S=] 2kl o] #e]slz])

Receipt ltems Iltem Lisll Assetsl Accountingl F'utawayl Serializel Receipt Slatusl Status Detai\l

Unit: LBMHL Recv No:  NEXT Ship To: 069-0150 Recv Date:

Yendor: 3w DOv'B505 Ship No:

Bill of Lading: Pack Slip: Unld Port:

Catld: Clothing I~ Hozard  Test Fisture Recv UOM:
PO Unit:  LBRL PO: 0000100052 Line: 1 Receipt Qty: 4.0000
Inspect: N Asset Y Location: 001-0701 Requester:

Due Date Ship To Sched PRecv Qty Accept Oty Insp Qty PK Slip No

04/04/2002  0BS-0150 1 4.0000 4.0000 0.0000 s

[ |Receipt Items |dd v

The Purchasing Order Comments dialog box displays.

Purchase Order Comments
POUnit: LBNL  PO: o000gooporz Lime: 2l
I™ | Gendite i endr Earize) |

Comment Text:

Review any comments.

Click OK.
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Step 3: Entering Tag Information
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During the receipt of items that have a value of >$5000 or items of “High Sensitivity” they will be required to be
tagged by the receiving department. This information will need to be added to the receipt by way of the Assets
panel. The number of rows generated is equal to the distribution quantity converted to the standard unit of

measurc.

Since the distribution quantity is driven from the accepted quantity rows will be generated until an accepted

quantity is entered.

Receive with PO - Tag’s

Manage Shipments - Use - Receive with Purchase Order M=l E3
File Edit Wiew Go Favortes Use Process Inquire Beport Help
8@ (@x| AlHH e =E| Sl=] wlelo] # vl
Hscelptllamsl ltem Ligt  Asssts |Accuuﬂllng| F'ulawayl SBnallzel He:elplSlatusI Status Detal\l
Business Unit: LEMNL Recv No: MEXT ‘
Reov Line: 1 em: Test Fikture EA =]
[=]]
AM Unit: Status: o Quantity: | 0.0000 Tag Number:
Profile 1D: E Serial 1D: I AsserID:
Custodian: | Location: | ﬂ Dist Seq:
Model: | Manfcturer: |
o 1
Asset Quy: 0.0000 Total Asset Quy: 0.0000
[ |Assets |&dd 4

Click on the Display Asset Data @

button to activate the asset information fields for the item being received.
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The Tag information field will open for data input.

Manage Shipments - Use - Receive with Puichase Drder

123456789
NEXT

The receiving user will be able to add the Tag Number, Custodian, Tag Number, and Manufacturer to the panel.
Once saved the information will be attached to this receiver for tracking purposes.
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